
Job Announcement
      http://mdcourts.gov 

            TTY/D u se Maryland R elay Service

                  

Open to Current Mary land Judiciary  Employees Only

Opening Date: July 25, 2013 Closing Date: August 1, 2013

Job Title: Deputy Executive Director Position Type: Regular Full Time

PIN: 079032 FLSA Status: Exempt

Location: Administrative Office of the Courts Procurement and
Contract Administ ration
Annapolis, Maryland

Grade/Entry Range:

Financial Disclosure:

S07 $78,508 - $94,052

(Depending on Qualifications)
Yes

    Regular State employees subject to promotion/demotion policy      

Essential Functions: Part icipates  with th e Director  of Procu rement  and C ontra ct Admin istrat ion in th e developme nt an d man agemen t of the Ju diciary’s

procurement and general services functions.  Assists in the identification and implementation of comprehensive, integrated, cost-effective, customer-responsive and

legally sound standards, policies, practices within these areas.  Develops an ongoing understanding of the Judiciary’s procurement and general services unique and

evolving needs and  charact eristics by ma intaining a n awar eness of the m issions, goa ls and p rojects of Judicial pr ograms.  R esearches  and imp lements pr ocedures

designed to reduce inventory management, and overall procurement costs.  This may involve such activities as developing annual blanket contracts to provide

statewide goods or services, estab lishing standar ds regarding inventory levels, preferred vendors, equ ipment maintena nce and replacemen t schedules, or

participating in the scheduling of IT equipment and/or software replacement initiatives.  Coordinates the use of Department staff participation in other Judiciary

planning and implementation activities as they relate to procurement and general services ( e.g., facilities renovation and office moves, IT systems, equipment

upgrades, preparation, selection and administration of professional consultancy contracts, etc.).  Directs Department staff in the conduct or market research and

statistical analysis necessary to ensure professional, “best practice” contract negotiations.  Participates in or leads contract negotiations with vendors, consultants,

other go vernmen tal agen cies, or ot her at torneys .  Work s with t he Jud iciary’s D irector of Le gal Services a nd th e Assista nt Attor ney Gen eral in th is regar d.  Direct ly

or in an oversigh t capacity, r eviews the Judiciar y’s contract s, grant s, and  similar progr ams.  W rites and  reviews RFPs, R FQs, RFIs, IFB s, contra cts, contra ct

amendments, fee schedules, and other documentation, to ensure official language is legally sound, cost effective, and best covers the needs of the Judiciary.

Education: Bachelor’s Degree in Business or Public Administration, Finance or a related field from an accredited college or university.

Experience: Eight years of progressively responsible professional experience with procurement and contract administration, which includes four years at the managerial

or senior level.

Preferred: Completion of Court Professional Certificate Program Experience in Government procurement and contract administration. 

Note: Experience may be substituted on a year-for-year basis for up to four years of the required education.

Skills/Abilities:   Demonstrated  knowledge of high level procurement and  contract administ ration duties such as: drafting specifications and solicitations, conducting

pre-bid  conferences and complex procurements, evaluations, vendor presentations and debriefing of unsucces sful offerors.  Dem onstra ted knowledge of a nd proficiency

in the use of automated systems, especially those that relate to financial and inventory management.  Working knowledge of a wide range of business technology and

software,  including wor d process ing, sprea dsheet d ataba ses and email applications.  Demonstrated excellent oral and written communications and interpersonal skills.

Ability to effectively deal with sensitive situations, conflict management and resolution, to provide effective explanations and information to all levels of managers and

staff,  and m ediate a nd/or n egotiate in  group and individual situations.  Demonstrated leadership skills, to include good decision making, problem solving, analytic and

interpretive skills.  Ability to develop and implement short and long t erm plan s, to set pr iorities, complete mu ltiple activities simultaneously and within deadlines, and

demonstrated flexibility to deal effectively with change.  Ability to read and apply laws, proced ures and r egulations, exercise both indepen dent judgement a nd a good

understanding of established  objectives and workings of the organization in the interpretation of laws, th e determination of a course of action, a nd the identification of

potential issues . Demon strat ed sou nd st atistica l, math ematica l, and  financia l mana gement s kills, which  may includ e accountin g or bud get mana gement exper ience.

Demonstrated ability to perform all essential functions of this position.   

Please submit a Maryland Judiciary employment application (unsigned applications will not be accepted) or resume and cover letter stating position title and PIN.

Materials must be received at the address below by 4:30 p.m. on the closing date. The Human Resources Department does not accept faxes and will not be

resp onsib le for  applic ation s or r esum es se nt to a ny ot her a ddre ss. 

Maryland Judiciary

Human Resources Department

580 Taylo r Ave., Bldg. A-1

Annapolis,  MD 21401

Email: jobs@mdcourts.gov       (Zip files not accepted)

The M aryland  Judic iary is a dr ug fre e workp lace and  an equ al oppo rtunity e mploy er, co mmitt ed to d ivers ity in the wo rkplace . We do  not dis crimin ate on  the bas is

of rac e, relig ion, co lor, sex , age, se xual or ientatio n, nation al orig in or d isability.  Ap plicants  who ne ed acc omm odatio n for a n inter view sh ould r eques t this in

advance.  The candidate selected for this position will be subject to a background check. Employees must be United States citizens or eligible to work in the United

State s. 


